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NAVIGATION BASICS é;(‘%

AIM MT Edition is a web-based application. A secure user name and password are
required to log-in and use the system. The user name and password are supplied and
maintained by your District's System Administrator.

To access the AIM MT Edition:
1. Open a web browser
2. Enter the district's URL
3. Enter the user name and password

The Infinite Campus application is divided into three parts, the Campus Toolbar, the
Outline and the Workspace.

Infinite istri iti i i
Clmﬁj District Edition ~ Staging Test Site

Campus Toolbar

Year |15-16 W School | All Schools hd Calendar | All Calenda hd|
Index Search

System Administrator

Workspace

» Student Information

» Census

» Behavior

+ Hoaith Qutline

= Attendance

» Scheduling

» Grading & Standards
» Programs

» Ad Hoc Reporting

* User Communication
» Assessment

» System Administration

DA

CAMPUS TOOLBAR
The Campus Toolbar is the area that defines the Year and Calendar. To find a student,

the correct Year and Calendar must be selected. The tools on far right end of the
toolbar provide quick access to:

All Calendars . L .
- Hide or See Calendars; uSee your notifications;

Switch between applications or go to Campus Community.

All Calendars v | B @ B Llogor
~ - and Togetorsearchfor help.

& Campus Instruction Campus Community
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OUTLINE

The Outline is composed of two tabs: Index and Search.

System Administrator

Student Locator

Reports

The Search tab allows the user to search for different
types of information in Campus. The types of searches
available to a user depend on the rights given by the
System Administrator. To search, select a search type
and enter search criteria in the box.

WORKSPACE

Index Search The Index tab is divided into modules. Modules are
groups of similar tools. The Student Information module,
for example, contains tools that help find information

¥ Student Information about students (General, Student Locator, Reports). To
General expand any module, click on the arrow (») sign. To
Program Participation select a tool, click on the tool name.
Health
Medicaid
Special Ed

Year |15-16 W School |All §

Index Search

Search Students

Advanced Search

Year |15-16 W School |All S

Index Search

State ID

Staff

All People
Course/Section
Address
Household
User

Group

Help

The Workspace contains the specific record or tool that is being used.
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SEARCHING IN CAMPUS (

There are two levels of search in Infinite Campus, the basic and advanced search.

Index Search

Student Vl

Gam,s

Advanced Search

Search Results: 1

10 Gamgee, Samwise #289911882 [10/

BASIC SEARCH

The basic search is used to find a specific data type with
limited or open criteria. To use a basic search, click on
the Search tab in the Outline. Select the specific data

type and enter the criteria in the search box (last name,

first name). Click Go.

Wildcard searches can also be combined with a basic

search.

The underscore () replaces one character. For
example, when searching for Anderson/Andersen, use
the _ to replace the o/e: Anders_n. The search will
return matches for both Anderson and Andersen.

Index Search

|Student V|

D%, K%

Advanced Search

Search Results: 3

12 Bouldin, Kymberlee M #5

11 Bancroft, Kirsten B #726771620 [08/11

12 Brabender, Kyra M #343350190 [03/00

Index Search

Advanced Search

Search Results: 2

06 Andersen, Sydney H #152672526 [01

04 Anderson, Nicole F #705224086 [1

The percentage symbol (%) replaces multiple characters.
It can be used for all - % alone, for after — b% returns all

names whose last name begins with b, or for between b%n

returns all names that begin with b and end with n.
Searching with just a % symbol (or ho entry) will return all

results.
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Index Search

Student hd |
b%, k%
Advanced Search

The advanced search
combines a variety of data
pieces to yield a more
specific search result. To
use the advanced search,
click on the Search tab in the
Outline, then click Advanced
Search.

In addition to the Student
Search filters there is a
Saved Filter window which
displays saved searches
drawn from the AD Hoc
Filter tool and “State
Published” reports created
by OPI.

ADVANCED SEARCH

Search far a recard belng tracked In Campus by using search flelds or by salecting 2 Sased Fiker. I you hawe crested 3 Saved Fier and 6o nof 522 R in e list, 1)
«cannat be applied b 3 Census Person Search)
You iy search school-wide

Stugent Szarch Savad Filter

L35t Name 3, Fall Ansenczs
First Name = B smePulen

Shugent NumiDer
BN

Grage

Birin Dae
Gendar

Sl

Persan ID

Logker Numbar
spectal Ed
Stalus

E0ng
DisaliRy

(R

Note: Each AIM user can create their own Ad Hoc filters so the items displayed in the
Saved Filter window will likely vary from one user to another.

The advanced search allows the user to combine a variety of data elements or Ad Hoc

Reports into one search.

Denise Juneau, State Superintendent

For example, to
ﬁﬁ?;;ﬁﬁ;gfﬁéﬁﬁ;f@gﬁf using s=arch Tields or by sslecling 3 Saved FiRer. I pou nave cresied 3 Saved FiRer and oo not 522 1 In e st 1 Search for a" n | nth
Tom st grade students who

student searc sevea Fater are male, select 09
Lsst 3, Fall Anse
o A from Grade and M
N {5, AzA - Daps Present or Days Envolied s Wl from Gender. Click
{3 cTE Concentrators
SN :l {3, CTE Missing Post Grad St or Date Cortacked Search.
::E:ae [ v| 3, District EdRion - ADA Exdract for Upload
{3, EoY - Missing Enroliment End Date and Status
e {2, FanEnmiiment Reconds Used In Cakailsting AN -I_-O use a saved .
s2=0 {3 cmedana Takenes filter, select the filter
[PEETLE {3, LEP - Curren LEP shuceres
Locker humner 3, Mising F2il Aggregate Hours from the Saved i
Spectsl Ed {3, wmszing virser aggregese Hours Filter window. Click
Sttus ] 43, Spec £0 Stz Fall Count - Locked Search.
Seming [ ﬂ Spac Ed Status Fall Count - Unlocked
Dilsaniliky [ ﬂ 'Wimder Ennaliment Riecards Used In Calculaling ANE
E]
Montana
. Office of Public Instruction 6 October 2015
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In the example below, the State Published Current LEP Students filter is selected.

P

‘Saanch for 3 recond being tracked In Campus Dy using seanch fislds or oy seleciing 3 Saved FiRer. U auve created 3 S3ved Fiker and 9o not 522 R in e st |
caniot e Fpplled o 3 Census Person Seanch])
Yo My Seanch Sehook-wide

student Ssarch saved Fiftsr
Last Name 3, Fan Ansences
= I sw==Funlisneg
{3l A - Days Present or Cays Enrolied ks Null
fa cTE concemraiors
{3 oTE Wissing Post Grad Sstus o Dt Comiacisd
e {3l Costric EdRion - ADA Everact for Uipload
S D {3l EOY - Missing Enroliment End Date and Stus

]
Cerder - {3l Fan Enroliment Reconds Lised In Cakulzting ANS
StaeiD {3l zmed and Taleea
S
| Searen |

First Name
Shudent INuminer

SEN

Parson ID

LocKar NuTper
special Ed

3l missing Winker Aggregate Haurs

{3 spec 0 Status Fall Count - Locked

2 5pec Ed Status Fall Count - Unlosked

ﬂ 'Winter Enroliment Reconds Used In Calculating ANS

CitsznillRy

rch

To search for all current LEP students who are ninth grade males, select the Saved
Filter, select 09 from Grade and M from Gender. Click Search (under Student Search).

Comporsorer |

Search far 3 necard being iracked In Campus by using seanch Nields ar by seleciing 3 Saued FiRer. I you Feve crested 3 Saved Filer and do not see 1 in e st )
CETIOT e Epplied 10 2 CEnsus Parson Ssanch)
Yoo iy seanch schiak-wide

Studant dsarch Eaved Fitter

Lzt Name $3 Falposences
e = B sme puniisneg
431, ADw - Cays Present or Daps Ennalizd ks hull

Saudent NusTer :I
{4, oTE concenrators
=
3l CTE Missing Pest Grad Sttus or Date Contaced

Grade |
® v f21, District Edmicn - ADA Extract for Uiplkad

Eiri Dale
{3, =0 - Missing Enroliment End Dafie and Status

Ee T {2, FanEnmliment Records Usad In Calculsting ANS
eI=E {2, cmed and Takred

Person ID
Locker Number

$pecial Ed 31, wissing Winker Aggregate Hours

St ] 31, 0= 2 Stetus Fa Cout - Locked

ssmng - 43, S0ec £ Stetus T2 Cout - Uniocked

Diszaly - {3, winter Enroliment Records Lised In Cakulsting ANS
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STUDENT INFORMATION 2

Student data is contained in three primary locations in Campus: the Summary tab, the
Enrollment tab and the Demographics tab.

SUMMARY TAB
Path: Index/Student Information/General/Summary

The Summary tab contains read-only data about a student. The information included on

the Summary tab includes Name, Gender, Race/Ethnicity, Birthdate, Student Number
(local ID number), and State ID.

Grade: 12 50901 00D DOB: 01/01/1528 Gender: F
Credit Swmmany Behavio Graduation AdHoc Letters Records Transfer
Summary E ments Schedule Attendance Flag Grades Transcript
Person Summary Report Person Summary Report w/ Picture Print Mailing Labe Print Envelope
Parson Information
PersoniD
145
hame hickame
Da=win,
Cha=laes E.C.
Zender Race ERnicRy
£ Siate RacoERnkRy .
Fogaral cownitae Ho Image Available
Deslgration:
Race(s) Wnite
HisganizLating: H:Ne
RacaErnichy
Cetermination:
Birm Cate (Age: 15)
01,/01/1558
Shudent humibar Siale ID
555100000 B4TSZEEED
Person GUID
SSFPOCR1E-ERA5-4E3Z2-B3C3-B7005AERIOFE
Comments
- Modiag by: Adminlsirator, Sysiem 722074 1313
Hosahndd = S
haTe Relatinssin Enroliment {grace) Pronefs) Emall

Path: Index/Student Information/General or Index/Census/People/Enrollments

The Enrollment tab contains information about a student's current and historical
enrollment into a school and/or district. The basic elements of an enrollment record are
the student's Start/End Dates, Start/End Status, Grade Level, and Service Type. These
elements will be outlined in more detail in the next section.

Montana
Office of Public Instruction
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Darwin, Charles E
Grade: 12 F5501003) DOB: 01/01/1998 Gender: F
Credit Summany Aszessment Behaviar Graduation AdHoc Letters Records Transfer
Sumimarny Enrollments Schedule Attendance Flags Grades Transcript
Print Enrcliment Histony Mew New Enrcliment History
Enroliment Editor
EdR | Grade Ty ‘Calendar San Cate End Cate
3’ 1 P 14-15 Granlie High Schaol GRETA04
Start Satus 02 Comtinued enrolinent 5ame Schaol, no insrmution o
End Siatus:
F ] 13-14 Granifie Hign Scnoal [T 05312014
Sant Satust 02 Coatinued anmiineat same schadl. oo iermption
End Siatus: 100 Endof pear, returning ko same schoal nest pear
3’ =] P 12-13 Granke High Schaol =Rt el T5123
Siart Satust 02 ContinuaT enralinet same schadl. oo nsrmuption
Eng Status’ 100 Endof year, retuming o same school nest pear
3’ 08 P 11-12 Phillipsburg 7-8 062011 Q5252012
Start Satuss 32 Comtinued enrollnet sane schaal na Inksrryotion
End Sialus: 110 Fromoied o anothar schoal i the same disirict
_'.1'" ar P 10-11 Philligsburg 7-8 2010 Q5272011
Sant Sialus 04 Transkr foom public schodl o disirichor siake
End Siatus 100 Endof year, refurning i 5ame 5choal naxt pear
DEMOGRAPHICS TAB
Path: Index/Census/People/Demographics
The Demographics tab .
grap Darwin, Charles E
allows a user to correct a R e e e
miSSpe”ed name, inCOfreCt Demographics dentities Households Relationships Enrclimenits Dristr
birthdate, Race/Ethnicity o o o " :
COde, or StUdent Number Save Delets Person Summary Report Demographics Data
PParson Infonmation
(local ID). kil —
“Last Name “Firsl Wame Middie hame S
NOTE: If a student oo Jlewres = | keIl Y
changes their legal name [wae ~]  [ovowtsss | No Image Available
(or it is discovered that the m@wﬁ
student is enrolled vv_lth a ecersl Designztion P
name other than their legal Raca(s): Whie
H' HispanizLating: Mo
name) use the Identities e

tab to make those changes
(see page 18).

Date Emered U5 Date Emtened LS Schoal

| | I

Montana
Office of Public Instruction
Denise Juneau, State Superintendent
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Cate Erfenad Siate Schoal
Hame Primarn Language
| v
Language of Impact
| v|
Nicknzme
Comments Uipload Plcture
= Modifiad hy- Adninlsiraior, Sysem 0687120174 18:50
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LN

CREATING ENROLLMENTS \

STUDENT LOCATOR METHOD
Path: Index/Student Information/Student Locator

The Student Locator is the preferred method for enrolling new students into AIM MT
Edition. The Student Locator searches the state database for students previously
enrolled in a Montana school district. Using the Student Locator decreases the chances
of creating a duplicate State Student ID.

Student Locator

studsnt Ssarch The student's Last

SEEnch for 3 suoe] aII'EI[.' tradioed N Campss JE-I'r; T2 Ni2kds proviced. A minlmum amoant of data must be entenad I ander 1o seanch. T 1
ar Ik om Create Mew Student WWinen IIII'I-; -aSS\-Oﬂ;SEar-:ﬁ e sar muet 2200 GO0 3 nEmne mEsed seanch befnne 2y are ilhored B0 creg Name’ FI rSt Name
and Gender are

required for a

i\:& ] | fre = [comar [ormome [ search. A student
Genger should aIV\_/ays bg
smom= [ | entered with their
Mgl ame | legal name. If a
see [T 1] stud_ent has been
sen [ | preVIOUSI.y
enrolled in a

Montana school
district, but a
match is not
generated, try
commonly used
last names,
nicknames, switch
first and last
names, or vary
the gender. If a
match is still not generated, contact the OPI AIM Staff for assistance (1-877-4AIMMT1
or 1-877-424-6681).

Tips for Success:

-- No periods on Jr and Sr suffixes.

-- If the first name is two names (e.g., Mary Ann) try the combined name as well as the
first name only under first name.

If a match is generated, verify the student's birthdate. Hovering over the student's name
will show their last enrollment and grade level. If those match the enrolling student,
click on the student's name. From the Student Information screen use the Direct
Method (page 15) to create a new enrollment.

Montana
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Student Locator

Studsnt S=arch

‘Seanch for 3 student alneady tracked In Campus using he Nelds provided. A minkmum amount of data must be emiered In order o seanch. The user must
ar clkk on Crete Mew Sudert. Wihen dalng 2 SSN-only seanch, e usar must stlll do 3 rame Desed seanch before Ty are aliowed o cresie 3 new par

L35t Name Mame el Conder | B Dale %
e -
cor

Locally Enrolled Student, shortcut to their local records
Birh Dale g y £
— ml:l-_l Last Enrolled: (08/29/2013-) in grade 07 Cascade Public
[ ] Schools13-14 Cascade 7-8

2 D—D—l:l Guardian Mamesz:
L —

| Create Mew Student = |

If the student has not been previously enrolled in a Montana school district, click Create
New Student. A message will pop up, warning the user that this process will create a
new State Student ID. Click OK.

Student Locator

Studgent Search

‘Search for 3 student alneady tracked In Campus using e Nelds provided. A minkmum amount of daia must be entenad In arder 1o seanch. The user must emer e Sk 10,
or lick on Cregte New Shudent. ¥when doing 3 SSN-only seanch, e user must still 00 3 name D2sed seanch afne gy are aliowed 10 creaie 3 New parson.

LestNEme [y Name e D [zenser [amoze  [=%
Firgt Name o maiches found
o
swoee [T
Mindle ml:|
s [
—
Search—>
Message from webpage PG
f - "-.I WARNING: This process will create a new State ID for the student in the
Y MT state system.
This should OMLY be used if the student has MEVER been enrolled in
MT. Continue?
0K ] [ Cancel
Montana
Office of Public Instruction
. X 11 October 2015
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1. Person Info: Enter the Student Number (local ID) — optional. If this is a new student,
the State ID will populate when the record is saved.

Sfudent Mumier |2345—| ETErEE NUTIDET
S0 [y |

2. ldentity Info: Enter the required information (marked with a red asterisk (*)).

“Lask Name “First Name: Wikl Narme ST
= ]
~Genaer “Bifth Cate 500 52¢ Number
[male | [1ar1anse |7 No Image Available
“I5 e INaMOLE HISpanic] Sno?
“Ig the IRGVCLE] TTOm e oF More of ihese raoe?
{cheak 2l Tt apol)
[ american ndizn or Alzska Nathe
[ astn
[ 5tamk or Atrizn american
[ mative Hawallan ar Offer Paciic istander
[ e
|
S

3. Enrollment Detail: Enter the student's Start Date, Start Status and Grade.

“Calendar “Schecule “Crae Ciz=s Rark Exclude
[ 14-15 Granme sign Semo0 w | EEd o ] O
“Stari Dabe MoShow End Dafe End Action “Senicz Type
esav ] O [l [ V] [eee v]
“EETEELE End S
[ 08 Transter from 20 out ot stzte schoal | v|
Dot Reason
| v]
Stan Comments End Comments
Montana
‘ (D)fl’!ce of Public Instructlon 12 October 2015
enise Juneau, State Superintendent
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4. Click Save to enroll the student. The Student Records Transfer wizard will appear.
Click Submit Request. Records from the sending district will be automatically
requested (this feature does not replace an official records transfer request from the
district — only information contained in the sending district's database will be sent).

Student Records Transfer

Request a Records Release
Thiz iz a Records Releaze containing the student information, the requesting district’user and the releazing district/user.

Student: Enrollment Type: Primary

Last Name Chesney First Mame Kenny Widdle Name

Gender M Birthdate 05/09/2004 SSN

Grade 0z School 11-12 Cascade School 2 Start Date 08/31/2011

Requesting District & User

District 0280 Cazcade Public Schoolz Name System Adminiztrator Uzername admini
Request Date  08M17/2011 Waork Phone Email
Comments

Submit Request

DIRECT ENTRY METHOD
Path: Index/Student Information/General

Students who were previously enrolled in a school of the district can be enrolled in the
next year by opening the enroliment record from the previous year and using it to create
an enrollment in the following year.

After pulling up a student’s General Information screen (Search tab, enter last name,
click Go), click the Enrollments tab. Change the Year to 14-15 and select a school.
Click New. Enter the 14-15 Start Date, Start Status, Grade Level and Comments (if
applicable). Click Save. If the student is transferring in from another district in the state
of Montana, a records request will have to be initiated (see page 21).

Montana
‘ Office of Public Instruction 13 October 2015
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RACE/ETHNICITY
Path: Index/Census/People/Demographics

Districts should encourage parents of students new to the district to provide accurate
information on students’ race and ethnicity. Parents also need to be made aware they

have the right to refuse to answer the race and ethnicity questions, but a third party
observer will then designate the student's race and ethnicity.

1. To enter or edit race and ethnicity information, locate the student’'s demographic

information (Index/Census/People/Demographics). Next to the Race/Ethnicity
section, click Edit.

Demographics |dentitizs Houssholds Relstionships Enrcliments:
Save Delets Person Summany Report Demographics Dats

Parson Information

PersoniD T

“Last Name “First Name Widdle Name Sl

[kare | [camy N EE | v

“Cercer “Eirth Cabe (Age 15) 500 Sec Mumiber
| EEEE Hao Image Available
RacWEthnictty (Ear)

Siae RaceEmrigt

Federal Des| 5-hathe Hawallan or Oer Pacic islander

Race(s) Nathe Hawallan or Smer Pacilic slander

HispanicLating: ]

Race TRy Determination:

P S e e e 2. Enter the appropriate Ethnicity
Demographics |dentities Houssholds Relationships Enroliments. and Race |nf0rmat|0n BOth

Summary Report Demographics Datz guestions are required and multiple
Porson ntormabon Races may be selected.

“Last Name “Firet Name: Miladle Name S
vl

Save Delete Person

|k | [ | [o=
“EenteT “Biith Dale {Ager 18) Soc Sac Numibar

poe V] [mwwefy [ L]

No Image Available
ReacEthnicity o
“I5 the Indlvidual Hispanicl ating?

“is e Inciiducl from ome or mone of ese racee™
(icheck 3l at 3ppily)

[ American indtan or Atsska Mathe
[ astan

3. The Race/Ethnicity Determination
R field is optional. It may be used to

Cwee track how a student's Race/Ethnicity

R was determined.
*

Montana
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ENROLLMENT START AND END DATES
Path: Index/Student Information/General/Enrollments

The student's Start and End Dates are a reflection of the actual dates that a student
attends a school. The Start Date is the student's first day of attendance (not necessarily
the enroliment date). A student may enroll prior to the first day of enrollment. The End
Date is the student's last day of attendance (not the date the records request is
received). A student may leave a district for a period of time before a records request
(or other notification that the students has exited) is received. Once the notification is
received, the Student's End Date should be changed to reflect the last day of
attendance.

edit Sumimany Assessment Beha Graduation AdHoc Lette Reco
Sumimany Enrollments Schedule Attendance Flags Grades Tran:
Print Enrcliment Histony Mew Mew Enrcliment Histony
Ennofimsnt Editor
EdR | Grade Ty Calendar Sian Cate End Cae
3' 12 P 14-15 Granle High Schaol Qa4
Siart Sfatus: 02 Continued enralinent 5ane 5Choal po InErryation L]
End Siatus:
3' 1 P 13-14 Granke High School Qa32013 Q5E1204

Siart Satust 07 Contiaued samiiment same schaal oo inerryation
End Satus 340 Uinknowm

Lt 10 P 12-13 Giranifie High Schaol 202 Q553123
Slart Siatus- 32 Continued enrlinett same schaal, oo nermuyption
End Satus 100 End of year, retumieg io same school nest year

Ei m = 11-12 Granilie High Sohaol izl Aailh] 053122
Siart Satus: 04 Transkr from publlc school n distic or siae
Eng Siatus 100 End of pear, returning io same schoal nast pear

i 03 P 10-11 Phillipsburg 7-5 Q20172010 Q827201

ENROLLMENT START AND END STATUS CODES
Path: Index/Student Information/General/Enroliments

The student's Start and End Status codes are a reflection of where the student came
from and where the student is going. For State reporting purposes, it is important that
these codes be as accurate as possible.

See Appendix A for definitions of Enrollment Start Status codes.
See Appendix B for definitions of Enroliment End Status codes.

Montana
.‘ Office of Public Instruction 15 October 2015
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http://opi.mt.gov/PUB/AIM/General%20Information/AIM%20Help/Appendix/APPENDIX%20A%20Enrollment%20Start%20Status.pdf
http://opi.mt.gov/PUB/AIM/General%20Information/AIM%20Help/Appendix/APPENDIX%20B%20Enrollment%20End%20Status.pdf

Kaye, Danny D

Grade: 11  #399100006 DOB: 08/04/1598  Gender: M
Credit Summany Aszessment Behavior Graduation AdHoc Letters Records Transfer
Summany Enraliments Schedule Attendance Flags Grades Transcript

n Save u Delate E Print Enrcliment Histony E New E New Enrcliment Histony

EdR | Grade Tipe ‘Calendar San Cale End Cate

1z P

£}

14-15 Granie High Schaol

EETT: Schoo

x|

H School

i 14
5312013

JadEMz

10 P 113Gk W
E 1] = 11-12 Granike High School Oa0E2011 135 B e
-
Calendar Schedule (read only) “ErEne Class Rank Exclude
%
Era Action “Zenpe Tipe
| | [ 7 Primary w|
End Sialus
g [ 34 Unknown w |
05: Fie-eriry to e same sohool 2Rer WEndrawal T
O4: Trransfer from public schoal in district or state | T = ™) |
35 Transfer from public schl under MCLS schl cholce _
[End Comments

05 Transfer from an out of state school
OF: Transfer from a school from out of Bhe country
08 Transfer from a private school wilin e state
09 Transfer from home school within e state

10 Transter from a MT state-fundad schoal

Kaye, Danny D

Grade: 11

Credit Summarny Assessment Behaviar

Summary Enroliments Schedule

E Save u Celete E Print Enroliment History 3]

FoU010000E DOB: 0BD41998  Gender: M

00 End of year, refuming o s3me school ned year
05 Crange In grace kel during Tegutar senoal year
100 Promoted o anaher school In e same district
20 Transter o 3 puslic school In e s3me district
30 Transter o public schi under NCLE schil chalce
AT Tramster o public schl in anoter district in T
S0 Tramster o 3 MT stie-fanded school

B0 Transter o 3 priste school In e site

Grad

Attendancs

12-13 Granke High School
11-12 Granke High School

210 Medical care ar tresiment, 2ligioie o retum

- Ennoliad In 2 fonsign exchangs program
B30 Enrolied In an sarly admisshons college program

B Ganeral Enroliment Information
Scnedule

13-14 Granite High School
“Start Date

Mo Show  End Dae
@osas O [esvaw
“Eat EELE

[ 02 Continuen enraliment same scnool. mo Inernugtion. v |

Stan Comments

=T

240 WRndrawn, under age for compulsory school a8
S Expelied, aligioke to regum

- Unknciw {igracks FK-6)

: Dnopped oul, subesequent re-gnroliment
ZWmI'EWtIFFEIEﬂ"E|DrmE Necs0ns
5110: Exeeded age requlrement sa by distrks policy
520 Removed or Expalied, wihout option o retum

530 WiRndrew o enroll In ron-digkama program

2 Compilesed school Wit oier cradentials
500 Student died
510: Studert ks permancely Incanachaied
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SERVICE TYPE
Path: Index/Student Information/General/Enrollments

The Service Type is a partial indicator of a student's enrollment status. There are three
choices for Service Type:

1. P: Primary — the Primary Service Type indicates that the student is primarily
enrolled in this school or district for educational services.

2. S: Partial — the Partial Service Type indicates that the student is enrolled

primarily at another school or district, but receives some educational services
from this school or district. (e.g., a home school student who takes a math class
at the local high school or an 8" grade student with a primary enroliment at the
middle school but taking a math class at the high school).

3. N: Special Ed Services — the Special Ed Services Service Type indicates that the

only services a student receives from the school or district is Special Education
services. This Service Type applies to students who receive their educational
services from another type of school (e.g., home school or private school), but
comes to the school or district for Special Education services. This Service Type

applies most often to Pre-Kindergarten students who receive Special Education
services (including speech).

A student may have a Primary enrollment at one school and a Secondary or Special Ed

enrollment in another. However, a student can never have two primary enrollments with
overlapping dates.

In this example a student has a Primary enrollment in the eighth grade at the middle

school and is also taking an advanced class at the high school. The enrollment at the
high school has a Service Type of S: Partial and is listed as a ninth grade enrollment
(because this high school does not include the eighth grade level).

Sfart Siatus 32 Gontinded eanlimest same schaal, o liermuption
Eng Siatus —

y Assessment Beha Graduat AdHoc Lette Re
ARy Enrollments Schedule Attendance Flags Grades Tra
Print Enrcliment Histony Mew Mew Enrcliment History
Enrolimsant Editor
EdR [ Grade  |[To= ] | Calendar Etan Dae End Date
3’ 1.} 5 14-15 Granke High Schoal ORI
Start Sfatus 02 Gontinued enrolinent same 5Choal, no Insrrugtion Atands mejartty of asy at 7-5 schoal
End Siatus’
H @ P 14-15 Prillipsourg 7-3 0826/2014

In this example a student is enrolled in a home school and is taking a speech class at
the local high school. Because the student is receiving only Special Ed services from
the public school his Service Type is N: Special Ed. A note has been added to the
student’s Start Comments explaining the situation.

N
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Bell, Alexander G

#0678 DOB: 1011015595 Gende
Credit Summany Aszessment Behaviar Graduation AdHoc Letters Reco
Sumimary Enrollments Schedule Attendance Flags Grades Trans
Print Enrcliment Historny MNew New Enroliment History

Enro it

EdR | Grade Calendar Sian Cate End Cae

5w N 14-15 Granie High School 0324014

Slart SiEtust 00 Transer o hame Schoal within the siae N sarvicas anly.
Eng Siahis

LEGAL NAMES/NAME CHANGES
Path: Index/Census/People/ldentities

The AIM system is designed so that each student has only one State Student ID that
stays with a student from the first enrollment into public school through graduation from
high school. To prevent duplication, it is highly recommended that legal names are
used in AIM. The AIM system allows multiple identities to be attached to a single State
Student ID, to accommodate necessary legal name changes.

Bell, Alexander G Simple corrections of

£5878 DOB: 10101358  Gender: M typographic errors in the

Demographics ldentities Houssholds Relationships Enroliments StUdent'S name or ChangeS
Save - New to the student’s birthdate,

race/ethnicity, and gender
should be made on the

Sall w- s |u11 IH- 101 l1-f-l- Phllipsoung k-12 Schooks DemographiCS tab
However, if a student’s
ParsoniD 550 H
st I vhome e S legal name changed or if
T |[aseznare [ Granam [ v] the student was entered
“Zencer “Birth Cate (Age: 17) Soo S2c Mumoer H ;
(o v] [ [ CHL ] - with a name that is not the
RecaiEthnicity (527 e !egal_name, create anew
PieieeE o identity on the Identities
Federal Deslkgration: TAsEn

tab.

On the Identities tab, click New. Change the student's name. Click Save. The student’s
records will be attached to this name with a historical tie to the previous name.
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RECORDS TRANSFER

The Records Transfer tool in the AIM MT Edition is used mainly to facilitate the transfer
of Special Education records. The Records Transfer tool can also be used to reconcile
enrollment overlaps and provide student transfer information such as LEP data.

When a student that is new to the district is enrolled using the Student Locator, the
Records Transfer Wizard opens automatically to generate a request immediately. If a
student is enrolled using the direct entry method, the administrator must manually
generate a Records Transfer request. The next sections explain how to enter a manual
Records Transfer request and view the status of all requests.

PROCESS INBOX

The Process Inbox allows a user to view the status of each Records Transfer request
made through AIM.

The Process Inbox is located on the user's main page. To access the Process Inbox,
click on the user's name on the Index tab. Use the pull-down menu to select Records
Transfer. Click Find Messages.

District Motices
School Notices
MR s nEes = = All Processes

Asssssment Push Down
Frocess Inbox Combine Person Merge

Filter Dresigner
Date Range | o] | Display _

Usar Security
| Delete Sslected Massages | Vertical Interoperability
I | !||] Prooess |\a'r|a Pasted Date | Due Date
O % mecons Transker Transter Emor Husble, Theosons 100266005 GaTI014
[ ¥ % mecords Trans®er Transter Rslessed: Knlewl, Svel 419335051 05192014
[0 ' ¥ Reconds Transter Transtr Released: Zarra, Jim 399621145 b i
— Ll

The list shows the current status of all records transfer requests. Click a message to
open the record and view details. Details look like this:
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Student Records Transfer

ReCords Ralsasa

Triks ks a Raconds Rekease conEaining e student IMormation, e reguesiing districtiusar and e rekeasing districiuser

Resords Transtsr Zonroe., A £

Studsnt: Enrolimsnt Typs: Primany

Last ame Zarnmo First Kame  Jim kilddle Name

Sender k4 Sirndate 0150172000 fa |

Erade 5 Scnoal 12-13 Cascade Sohool  Stai Date o Boel Roria ) K]
Reqgussting Destrict & Lssr

Cisarik 280 Caecade Fublic Schools Mame Syshesm Adminiksarancor Usemame =)
Feguest Cate 05152014 Wk Fhone Emall

COMrments

Mons.

Redeasing District & Lissr

Dikearks Q555 Prllipsiourg K-12 Scnools Kame Syshern Adminikeirator Lsamame SATEROT
Relezse Cate 0611972014 Wark Phoms Emall

Comments

Mona.

RECORDS TRANSFER TAB

Path: Search/Student/(enter student name and click Go)/Records Transfer

On the enrollment record for a particular student, the Records Transfer tab contains
information about all pending and completed transfer requests.

The Transfers

Huxtable, Vanessa

Grades
Frafes

AdHoc Lettars

Transcript

Records Transfer

section shows Grade: 07 DOB: 0T/24/2002 Gender: F
the Request Summary Enrcliments Schedule Attendance Flags
Date, the Credit Summany Assessment Behawviar Graduation
student's name, Mew Statz Transfer Request
Status,
Requesting Ga/132018 Catemse Pubile Seoocls
District and
Releasing
District. Open
th.e I'.ECOI’d by Thie e 2 eecam stecs :mmrhlngmam Information, 2 reguesting districtiuser and e rekasing districtiuser.
clicking on the stugant: Enroliment Type: Primary

. I=siMame  Hutsnke Firs Mame Vanessa Midde Nama
student's name. N . E==s o
The detail screen Grase o Sohool  14-15C=scaceT-8  SEnDEe  0TII0N

is shown below.
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To manually request records from a student’s former district, click New State Transfer
Request.

NOTE: When a student who has never been enrolled in the district is entered using the
Student Locator, this step is not necessary as a records request will be sent
automatically (see page 14). If the student was previously enrolled in the district at any
time, the screen will not automatically produce a records request, so it must be
manually entered.

PROCESSING REQUESTS

Transfer into a District - Entering a Records Transfer Request

If the student is enrolled using the direct entry method - OR - if the student was entered
using the Student Locator but was previously enrolled in the district at some time in the
past, the district must manually enter a records request.

To enter a manual records request, enter the Year and School. From the Search tab,

enter the student’s last name and click Go. The student’s enroliment record opens. Click
the Records Transfer tab and click New State Transfer Request.

Banks, Tyra
Sumimany Enrelimenit Schedule Attendance Flag Grades Transcrip
Credit Summany Behawior Gradustion AdHoc Letters Records Transfer
Lill-Mew State Trans
Cae | Name Sahus Requesting Disirks Rekeasing Clsirkt

Click Submit Request to initiate a transfer request. The status of a request can be
verified on the Process Inbox or in the Records Transfer tab of the student's record.

|Records Transfer Banks, Tyra £

Lise Bils fool ho reguest e relezse of 3 transier student's necands. The Rillowing Infanmation will be sent to e shudents fammer
disrict and mey will be gien he opporunly i release Melr recands. Only 2n ex@ct shdent maich can yield 2 relesse o ks 2
goad laea o call e district fo confirm Wil student was enndlied Mere and o let fem know B0 expedt a release request.
Studsnt: Enroliment Typs: Primary

LasiName Eanks First Name Tyra Kikidle Name

Gender F Birhdale 05131938 BN

Grade 03 Schaal 14-15Cascade 76 Sanlae 087572014

Requasting District & User

Dilsirict 0280 Cascade Publlc Schodls Name System Adminksirztor Usemame  support

Reguest Cate 05132014 'Wark Fhane Emall

‘Commenis
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AIM processes the request and gathers records from the previous school district. Once
the record has been processed by the former district, a "Transfer Released” message
will appear in the Process Inbox or on the student's Records Transfer tab. Click on the
student's name. A list of available documents and imports will be listed below the
transfer information.

Student Records Transfer

Records Releacs
Thils |5 a Recards Release containing e student Information, Te reqguesting districtuser and he releasing disirks

Records Transtar Knksvad, Eval £

Studant: Enrolimant Typs: Primary

LastiName  Enlael First Name Ewel kilddie Name
Gender LY Bifndate 00002003 SEN

Grade 4] School 1314 Castade High School SanCate 01132014
Requesting District & Uissr

District 0280 Cascade Public Schools  Name Sysiem Admintstraiar Usem@me  suopan
Fequest Date 11132014 ‘Wark Phone Emall

Comments

Maona.

Ristsasing District & Ussr

District 0556 Prillipstung K-12 Schoals Mame System Admintstraiar Usemame  suopan
Relesse Date TN32014 'Wark Phone Emall

Comments

Mona.

Staties: Reconds rslszssd.

Transfer Documents Dgta imports
(= Frmeersl &5 = L Tromsorsttmean s

R L A 2
'E}SE'!SJS DJ'IB-ISJT"I‘IBF_,‘ E W y_
5 Exiended Concus- Eamary 5 EpesiatEd Ewakatien ?_amll-ne-r_ Hilshory mpart Wizand

et sistory & = conmes Eﬁ-ssassm'c e
5 Satoduls 5 o 1 memunization Fmpon Wizard
= 4 e Condition oo Wizar
PLA Commestc -
sensazpercacesl S T Hesi Sereening Mmpart Wizard
D assessment Summary S ==
'E}E\E'EMISJ'HMF_; O eEnEsaame e W Eamement DeoeeRESE STEGR TSR
5-&:1!:‘1 Condiion Summary Sy EEP-Aosmmedstins A Spesia B Rakason e Wi
S eam Sereening Summan T2 Eoesi Es Desements tmant wimne
S e eremuzation Summary U Fenmpantiimand
e pan Sesemeets Smnar TR
i)

Transfer Documents are PDF records that can be printed and added to a student's

paper file. Data Imports are wizards that import data directly into the district's AIM MT
Edition database.

To open a document or activate a wizard, click on the link. Documents that are not
available for import will be listed in strikethrough text.

Montana
Office of Public Instruction
‘ Deni . 22 October 2015
enise Juneau, State Superintendent

opi.mt.gov



Credit Summary Azsessment Beh G t AdHoc Letter Rec

Summary Enroliments Schedule Att=ndance Flags Grades Tran
Print Enroliment Histony Mew Mew Enroliment Histony

Enroliment Editor

Edi [Grale | Type | Calendar Start Cae End Cate

3' 1] e 13-14 Cascade High Scnoal MH32014

Siart Siatus 4 Transkr fompuhlic schaal In disinic or siake
Eng Siahis

To import a student's enrollment
history, click the Data Import

= called Enrollment History Import

Wizard. The Wizard will display
the student's enrollment history
in the releasing district. Click
Save to import the data. The
enrollment history record will

TP PRk Sons il Grame s now display in the new district's
Start Stas: 02 Contived enroliment sane schoal, na Imerryption d at ab ase
Eng Status '

Transfer out of District

When a student transfers out of the district, a transfer message will be generated by the
new district when they enroll the student. (Using the Student Locator, the message was

generated automatically; using the direct entry method, the district must have entered a
transfer request manually.)

The message "Request for you to release:" will appear in the Process Inbox (or click on
the student's Records Transfer tab). Click on the underlined link to open the request.

Process Inbox

Date Range o Display | All Processes

v Find Messages

( Delete Selected Messages |

[F |!|D |Prucess

‘Pusteu Date|Dua Date
[0 % Records Transfer

08172011

080542011

[ -'Jj; Records Transfer | Reguest for vou to release: Meouse, Minnie SE7881540

O "J:-l;"' Records Transfer Reguest for vou to release: Church, Eric 862380860 oa/tizon

There are three options on the Student Records Transfer.

1. Release records — an acknowledgement that this student has left the district and
enrolled into the receiving district. The records in the database will transfer to the
new school.

2. Reject Request — this should only be used if the student has not actually left the
district or if there is a legal reason to withhold the records. In the case of
common names, the new district may have accidently enrolled the wrong
student. Please call the receiving district or the OPI AIM Staff to resolve the
overlap.

3. Ignore Request — this should never be used. If there is not time to process the
request, click on another module or tool in the application and come back to it

later. The request may contain important information that the receiving district
needs for the student.
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END DATES AND OVERLAPS

The Records Transfer tool can aid in reconciling enroliment overlaps. When a student
transfers to a new district, the transfer request shows the student's Start Date in the new
district. If there is an overlap in enrollment, the Records Transfer request will appear
with a warning.

Student Records Transfer

Release or Reject a Request for Transfer Records
An external district is requesting the release of your district's records of a student. The request has come in through the Infintte Records Exchange and so the stude
your district. The student has been enrolled in the new district, =0 please help to prevent incorrect data or enroliment overlaps

Infinite Campus verifies that the requesting district is whom they say they are, and that the user making the request has been authenticated and authorized to make t
below. You may accept or reject this request, but you are encouraged to call the requesting district to verify the user's identity.

Records Transfer Church, Eric #

Student: Enrollment Type: Primary
Last Mame  Church First Name Eric Middle Name
Gender M Birthdate  07/24/2002 SSN

Grade 04 Scheol 11-12 Cascade School Z-StamkDal

[ Overlap Edit (08/31/2011-06/3042012) 11-12 Philipsburg School Grade: 04

Requesting District & User

District 0280 Cascade Public Schools Name System Administrator Username  admin1
Reguest Date 08/01/2011 Work Phone Email
Comments

None.

Releasing District & User

District 0556 Philipsburg K-12 Schools Name System Administrator Username  admin1
Release Date 08/17/2011 Work Phone Email
Comments

Click Edit to return to the Enrollments tab and correct the error. Once the enrollment
overlap has been fixed, return to the Process Inbox or Records Transfer tab and
complete the records transfer.

The End Date for a student should always be the last date the student was in
attendance at a school, not the date the records request is received. If a student leaves
without notice a school may carry the student according to district policy. Once the
student has been located (either receives a Records Transfer request in AIM, a records
request from the receiving district, notice from OPI, the parent or another reliable
source), enter the End Date as of the last day of actual attendance (if the district has
already ended the student's enrollment according to district policy, the End Date may
need to be changed to reflect the student's last day of actual attendance).

24 October 2015
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DATA VERIFICATION

Using the appropriate data verification tools ensures that the data entered is accurate.
Inaccurate data can result in missed financial payments, missing assessment labels
and/or incorrect AYP calculations. AIM data is used for public reporting of school
information and in making policy decisions at the state and federal levels. The data is
also posted on the OPI GEMS website.

This report lists students’ enroliment start/end status and mailing address. The default calendar year is the current selected calendar.

Which students would you like to include in the report?

& erage EIE ~
KF
KH
P1
P hd

O Ad Hoc Fiter

Enrolment Add Date: From [F To =
Enrolment Drop Date: From [ To =
Display Options: [“]startDate  [¥] End Date

How would you like the report sorted?

@ apha Oerade O Student Number

Which enroliment status would you like to include in the report?
Start Status

~
01:First time receiving educational services
02:Continued enroliment same school, no interruption

03:Re-entry to the zame school after withdrawal
04:Transfer from public school in district or state
05:Transfer from public schl under NCLB schl choice
06:Transfer from an out of state school

07 Transfer from a school from out of the country
08:Transfer from a private school within the state
08:Transfer frem home school within the state v

[ Print in HTML format

‘Which calendar(s) would you like to include in the report?
O active year (O list by school (3 list by year

11-12 -~
11-12 Philipsburg 7-8
11-12 Philipsburg School
10-11
10-11 Granite High School
10-11 Philipsburg 7-&
10-11 Philipsburg School
09-10
09-10 Granite High School
09-10 Philipsburg 7-8
09-10 Philipsburg School
08-09
08-08 Granite High School
08-08 Philipsburg 7-8
08-09 Philipsburg School v
CTRL-click or SHIFT-click to select muttiple

End Status

~
100:End of year, returning to same school next year
105:Change in grade level during regular school year

110:Promoted to another school in the same district
120:Transfer to a public school in the same district
130:Transfer to public schl under NCLB schl choice
140:Transfer to public =chl in another district in MT
150:Transfer to a MT state-funded school

160:Transfer to a private school in the state
170:Transfer to a home school in the state v

Generate Report

not included in this report.

Enroliment Summary Report

Thie report will list a breakdown of enrollments grouped by school, grade, gender and race/ethnicity. The report can be
generated using Federal Race/Ethnicity designations or State Race/Ethnicity values. If your state has many different
values for Race/Ethnicity, the Tall report format is recommended. Students with enroliments flagged as "No Show™ are

Enroliment Effective Date® |08/31/2011 [75]

Which schools would you like to include in the report?
All Schools

Granite High School

Philipsburg 7-8

Philipsburg School

Which Race/Ethnicity values would you like to use?
@ Federal Race/Ethnicity Values
O State Race/Ethnicity Values

How would you like to format the report?

STUDENT INFORMATION

REPORTS
Path: Index/Student Information/Reports

Enrollment Status

The Student Enrollment Status
report is a student level report
that can filter by Year, Grade,
Start/End Date and/or Start/End
Status. Select the criteria and
click Generate Report.

Enrollment Summary Report

The Enrollment Summary Report
IS an aggregate report that shows
the number of students by grade,
gender and ethnicity as of a
specified date. The reporting
options on this report are more
limited.

@ Original Format: Race/Ethnicities across the top and Grade Levels vertically
O Tall Format: Grade Levels across the top and Race/Ethnicities vertically

What types of enrollments would you like to include in the report?
F-Primary
5:Partial
N:Special Ed Services

Report Options:

[ observe State Exclude (Do not include enroliments marked as state exclude)
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AD HOC REPORTS
Path: Index/Ad Hoc Reporting/Filter Designer

Ad Hoc reports are custom reports that are built by the user or the State and are used to
verify/view data. A variety of filter options can be added to narrow down the search
criteria. And a variety of formats are available for printing or sorting.

Refer to the following guides for further instruction on Ad Hoc Reporting:

AD Hoc Reporting

State Published Ad Hoc Reports

NOTE: To view a list of useful reports that were prepared and saved for district
use by the OPI, expand State Published in the Saved Filters box.

MT EXTRACTS
Path: Index/MT State Reporting/MT Extracts

Use MT Extracts to verify a specific type of data that has been entered into the MT
Edition of AIM. From Index, expand MT State Reporting and select MT Extracts.
Choose the Extract Type, the Format and the Year(s)/School(s). Click Generate
Extract. The extract will open in a new window in the format selected.

MT 5State Extracts

Thiks fool will edracd data fo complele several fonmats of e MT Sate-defined nepariing formats. Chooss e Stk
flie In e state defined b seperated Mk format, oenise choose one of e esling/deiugging fommats

Extract Options Sslact Calenars
Wiikch ezilendzings) woulkd you Tk B include In e nepor?

ginked Ty
(%) actne pear () sty schoal () sty year

Fommzt |E-?.e Formmat[TSY) v|
13-14
1314 Sranfe High Schoal
| e e | 1314 Prilligssurg 7-5

13-14 Philligsiung Schaal
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http://www.opi.mt.gov/pub/AIM/GeneralInformation/AIMHelp/QRG/Reports/AdHocReporting.pdf
http://www.opi.mt.gov/pub/index.php?dir=AIM/GeneralInformation/AIMHelp/QRG/Reports/&file=StatePublishedAdHocReports.pdf

ADDITIONAL REFERENCE GUIDES

The AIM website at http://opi.mt.gov/Reports&Data/AlM/ contains numerous reference guides,
including a guide specifically covering each data collection during the year.

N
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Welcome to ...

Subscribe to the Montana
AIM Mailing List @

To see the collection of prior
postings to the list,
subscribe to our RSS Feed,

AlM Archives. @@

ePass

Creating an ePass
Account T80

ePass File Transfer

Instructions T8

ii EPASS MONTANA | &

T

Home » Reports&Darta » AIM » Achievement in Montana (AlIM)

Achievement in Montana (AIM)

o] AIM COLLECTION SCHEDULE T |

o] AlM COLLECTION CHECKLISTT: |

o] AIM NEW USER GUIDE 2014-15 T |

E— AlM STAFF DIRECTORY T |

1-B77-424-6681
opiaimhelp@mt.gov

_ /" OPI AIM Help Desk: E— Al SPECIALIST UPDATE FORM T |
_ !

AIM Data Collection Guides
» PREVIOUS YEAR GRADUATE, COHORT AND DROPQUT VERIFICATION AND CERTIFICATION

» BEGINNING OF YEAR VERIFICATION AND ENROLLMENT COLLECTION

» FALL COUNT — ENROLLMENT, AGGREGATE HOURS & COUNT DATE ABSENCE COLLECTION

w FALL PROGRAM PARTICIPATION COLLECTION

+ FRAM Direct Entry or File Upload T

= LEP Tool Guide T2

* MT Programs - Job Corp, Youth Challenge and MTDA TS
= Program Participatiopn Collection Guide T=

+ Program Pariicipation Verification Guide T

» FALL CTE COLLECTION

» ASSESSMENT REGISTRATION COLLECTION

» SPRING COUNT — ENROLLMENT & AGGREGATE HOURS COLLECTION

» TEST WINDOW COUNT — ENROLLMENT, AGGREGATE HOURS & COUNT DATE ABSENCE COLLECTION
» TEST WINDOW PROGRAM PARTICIPATION COLLECTION

» SPRING CTE COLLECTION

» END OF YEAR ENROLLMENT & ADA COLLECTION

» END OF YEAR PROGRAM PARTICIPATION COLLECTION
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http://opi.mt.gov/Reports&Data/AIM/

OPI AIM HELPDESK

General AIM questions,
collections, data
elements, functionality

Special Ed Module

AIM Help Desk
o 1-877-424-6681

e 406-444-3800
e email opiaimhelp@mt.gov

Technical assistance with
functionality
e Mary Graff -
406-444-0685
e Anne Rainey -
406-444-4430

Candi Standall — AIM
Student Records Specialist

Buddy Hanrahan —
AIM Student Records
Specialist

Andy Boehm —
Graduate and Dropout Data
Specialist

Eric Meredith —
LEP Data Specialist

Policy questions regarding
completion of forms, contact
one of the School Improvement
Compliance Monitors

e Dale Kimmet -
406-444-0742

e Danni McCarthy -
406-444-0452

e Marla Swanby -
406-444-0044

e Francisco Roman -
406-444-4426
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